Text book Assi gnnent :

ASSI GNVENT 1

“Technical Adm nistration,”

pages 1-1 through 1-30.

1-1.

1-2.

1-3.

1-4.

Learning Objective: Identify the
principles and techni ques a crew
| eader applies in job planning,
supervi sion, and production

When you beconme a petty officer,
you take on which of the follow ng
responsibilities?

1.  Conpany clerk

2. Project nanager
3. Project estimtor
4.  Crew | eader

Admi nistration is the mechanica
neans petty officers use to
acconplish which of the follow ng
functions?

1. To plan, organize, supervise,
nmanage, and docunent
activities
2. To apply their technical
knowl edge in directing
per sonne
3. To ensure their subordinates
work as efficiently as possible
4, To set training goals for newy
assi gned supervisors

You are assigned duty as a petty
officer in charge of a crew What
is your first responsibility before
you nake any work assignments?

1. To pass on to the operations
officer the details of getting
the job done

2. To ensure your crew understands
what is expected of them

3. To establish daily work goals
for your crews

4, To determ ne whether equiprent
for the job is appropriate

To ensure a job is conpleted on
schedul e, you should take which
of the follow ng actions?

Order extra equi prent
Conduct training
Demand qual ity work
Encourage teammork and
establish goals
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1-5.

1-6.

1-7.

1-8.

1-9.

To ensure a job is conpleted on on
schedul e, you should take which of
the followi ng actions?

Order extra equi prent
Conduct training
Demand qual ity work
Encour age teamwrk and
establish goals
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Many young Seabees ignore danger
or think a particular regulation
is unnecessary. You, as a crew
| eader, can correct this problem
by taking which of the follow ng
acti ons?

1. Rotating work assignments

2. Gving proper instruction
and training

3. Criticizing them openly

4. Scheduling projects
appropriately

Learning bjecti ve: | dentify
the procedures for tool Kit
mai nt enance, inspection, and
material requisitioning.

A tool kit contains the hand tools
required for a crew of what size?

1. Five
2. Two
3. Three
4, Four

As a crew | eader, you nust schedul e
tool kit inventories at what tine
i nterval s?

1. Daily

2. Weekly

3. Mnthly

4, Binmonthly

Whi ch of the following fornms is a

crew |l eader nost likely to use when
ordering materials?

DD Form 1148
DD Form 1250
NAVSUP Form 1149
NAVSUP Form 1250

B wNE



1-10.

1-11.

O the following rate training
manual s, which one offers
informati on on the National Stock
Nunber Systenf?

1. Mlitary Requirenents for Petty
Oficer Third Cass

2. Blueprint Reading and Sketching

3. Tools and Their Uses

4 Constructi onman

Learning njective: Identify the
purpose of reporting |abor hours
used on given projects, the
categories of labor, and the type
of information that is entered on
the daily labor distribution
report.

A | abor accounting systemis
required to neasure the nan-hours
that a unit spends on various
functions.

1.  True

2.  False
A Direct
B. I ndi rect
C. Over head
DD Mlitary
Figure 1A

I N ANSVERI NG QUESTI ONS 1-12 THROUGH 1- 14,
REFER TO FI GURE 1A

1-12.

1-13

1-14

Labor that contributes to the
product but does not produce an
end product itself.

1. A
2. B
3. ¢
4. D

Labor that does not contribute
directly or indirectly to the end
product, but includes all |abor
that nust be perforned regardl ess
of the assigned mi ssion.

1. A
2. B
3. ¢
4. D

Labor that contributes directly to
the conpletion of the end product.
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1-15.

1-16.

1-17.

1-18.

1-19.

1- 20.

VWhat is the |abor code for an
enbar kat i on?

1. D02

2. M3

3. M8

4. X05

When you attend a |eadership school
at Port Huenene, your time is

reported on the daily tinme card
under what |abor code?

Refer to textbook figure 1-4. The
2 hours shown for Aaron represent
time spent in what |abor category?

1. Training

2. Overhead

3. Indirect

4. Disaster control operations
After a daily labor distribution
report formis filled out, it
should be initialed by what person?

The conpany chi ef

The pl at oon commander

The assi stant conpany commander
The conpany conmmander

o

The daily | abor distribution
reports from each conpany are
conpiled and tabul ated by what
organi zational unit?

1. The Supply Departnent
2.  The Managerment Departnent
of the Qperations Departnent
3. The Training Departnent
4. The Engi neering and P&E
Di vi si on

Information from the daily |abor

di stribution report serves as a
feeder report to the operations
officer, as well as a construction
managenment anal ysis source
docurment, for which of the

foll owi ng personnel?

Crew | eaders

Pl at oon | eaders
The conpany chi ef
Each of the above

Learning Objective: Recognize

the principles of the Personnel
Readi ness Capabilities Program
(PRCP), the Safety Program and
the responsibilities of key

per sonnel




1-21.

1-22.

1- 23.

1-24.

1- 25.

1- 26.

PRCP provides for collecting
i nformation on which of the
followi ng subjects?

1. Predepl oynent pl anni ng

2.  Readiness of an NCF unit

3 Training publications available
to the NCF

4, Prior mlitary service
educati on

Newl y acquired skills are reported
to which of the follow ng
per sonnel ?

1.  The conpany conmander

2.  The educational services
of ficer

3. The PRCP coordi nator

4.  The conpany clerk

What person directs the safety
policy conmttee?

1. The safety chief

2. The conpany chief

3. The admnistration officer
4. The executive officer

What is the primary objective of
the safety policy commttee?

1. To develop a safety doctrine
and policy for a battalion

2. To discipline personnel
i nvol ved in an accident

3. To elect a battalion safety
chief and menbers of the
committee

4, To review all vehicle accident
reports and deternine the
causes of accidents

The safety supervisors’ conmittee
serves what primary purpose?

1. It maintains safety prograns
for each project
2. It collects and exchanges

safety information and policies
bet ween projects

3. It advises the safety division
on safety procedures
4. It investigates accidents that

occur on the job

Recommendati ons for inproving
safety on the job should be
forwarded to the safety policy
comrittee via the safety

supervisors’ conmittee
1.  True
2. Fal se

1-27.

1- 28.

1-29

1-32.

What safety group should you, as a
crew |eader, contact when
recommendi ng changes in safety
matters?

1. Safety division

2.  Supervisors' safety conmttee
3. Safety policy conmittee

4. Crew safety comittee

As a | eader of a crew working on a
construction project, you are
responsi ble for which of the
following duties?

1. Training your crew nenbers
condi tions

2. Correcting unsafe practices and
condi tions

3. Executing certain procedures
when a crew nmenber is involved
in an accident

4, Al of the above

What person is responsible for
conducting short stand-up safety
neeti ngs?

1. Safety chief

2. Safety officer
3. Crew | eader

4. Conpany chi ef

In addition to discussing project
safety during stand-up safety
neetings, which of the follow ng
topi cs of concern should be

i ncl uded?

Vehicl e safety
Prestart checks

Equi prent  nai nt enance
Al'l of the above
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What is one of the nobst practical
safety techniques that you, as a
crew |eader, can apply?

1. Stand-up neetings

2. Reprimanding violators in front
of their peers

3. Designating a crew menber as a
safety representative

4., Leadership by exanple

Learni ng Objective: Recogni ze the
procedures and documentation for
hazardous material warnings
handling, and turn-in procedures.

A material safety data sheet (MSDS)
is required to be on site for al
hazardous naterial .

1. True
2. Fal se



1-33.

A material safety data sheet does
NOT contain which of the follow ng
i nformation?

1. Al hazards associated with
exposure to the material

2. Applicable |aws governing use

3. Personnel protective
equi pnent/ safety precautions

4, First-aid/nedical treatnent for
exposure

Heal t h hazard
Fire hazard
Reactivity
Specific hazard

B oo

Figure 1B

I N ANSVERI NG QUESTI ONS 1-34 THROUGH 1- 37,
REFER TO FI GURE 1B.

1- 34.

1- 35.

1- 36.

1-37.

1- 38.

In a hazardous code chart, what
does the top dianmond indicate?

1
2
3
4

kel s

In the hazardous code chart, what
does the bottom dianond indicate?

Pwhpe
BrWN R

In the hazardous code chart, what
does the right dianond indicate?

PwWNE
AWN R

In the hazardous code chart, what
does the left dianond indicate?

1. 1
2. 2
3. 3
4. 4

The degree of hazard is indicated
on the code chart nunerically from

O through 4. As the nunber
increases, the threat decreases.
1. True

2. Fal se

1-39.

1-40.

1-41.

1-42.

1-43.

1- 44,

1-45.

Concerning the use of hazardous
mat eri al, you should practice what
safety rule?

1. Draw all material needed for an
entire project

2. Draw material between each
phase of a project

3. Draw only daily requirenents

4. Draw weekly requirenents

Hazardous material nust be stored
in approved containers and stored
what distance froman ignitable
source?

1. 15 feet
2. 25 feet
3. 35 feet
4, 50 feet
When turning in hazardous

materials, you nust subnmt a
| egible MSDS with the material

1. True
2. Fal se

Learni ng Objective: I dentify
principles and techniques for
pl anning and estinmating projects.

In planning a construction project,
you shoul d be concerned wi th which
of the follow ng estinates?

1. Equi prent

2. Materia

3. Manpower

4. Al of the above

Activity quantities provide the
basis for preparing the material

equi pnent, and nmanpower estimates.
1. True
2. Fal se

Accordi ng to NAVFAC P-405, Seabee
Pl anner’s and Estimator’s Handbook,
a man-day i s based upon how many
hour s?

1. 8
2. 9
3. 10
4. 12

According to NAVFAC P-437,
Facilities Planning Cuide, a man-
day consists of how many hours?

8
9
10
12

PrwnE



1- 46.

1-47.

1- 48.

1-49.

1- 50.

1-51.

A “material takeoff” is also known
by what other ternf

1. A material estinate
2. An equi pment summary
3. A work el enent

4, A takeoff

Equi prent estimates do NOT contain
which of the follow ng information?

1.  Types of equipnent

2. Nunber of equipnment required
3. Fuel required

4. Tinme required on site

As an estimator for a construction
project, nmanpower estinmates nust
contain sufficient detail to list
man- days for all ratings assigned
to each activity.

1. True
2. Fal se

Learni ng Objective: Identify the
different types of construction
drawi ngs and their uses.

What type of draw ngs contains
size, quantity, location, and
relati onship of building
component s?

1. Master plan draw ngs
2. Project draw ngs

3. Red-lined draw ngs

4,  As-built draw ngs

What type of draw ngs consists of
boundary |ines, acreage, |ocations,
and descriptions of existing and
proposed structures, existing
utilities, north point indicator
(arrow), and contour |ines?

1. Master plan draw ngs
2. Project draw ngs

3. Red-lined draw ngs

4,  As-built draw ngs

During construction, you should
mark up what type of drawing to
indicate a minor change or a field
adj ust nent ?

1. Master plan draw ngs
2.  Project draw ngs

3. Red-lined draw ngs

4,  As-built draw ngs

1-52.

1-53.

1- 54.

1- 55.

1- 56.

1-57.

1- 58.

1-59.

What type of drawing is nmade to
i ndicate changes to a conpleted
proj ect?

Mast er plan draw ngs
Proj ect draw ngs
Red-1ined draw ngs
As-built draw ngs
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The order of project drawings is
al ways the sane.

1. True
2. Fal se

Title blocks may vary in format but
contain the sane infornmation.

1. True
2. Fal se

The revision block is at what
| ocati on on the draw ng?

Top left corner
Bottom | eft corner
Top right corner
Bottom ri ght corner

s wr

A revision block contai ns what type
of revisions?

1. Environnent al
2. Structural

3. Suppl enentary
4, Site

Graphi c scal es nmust be shown
prom nently on each draw ng,
because when drawi ngs are reduced
in size, the reductions are often
not scaled to proportion.

1. True
2. Fal se

What is the purpose of “specific
notes” on a project?

1. To give dinensional information
2. To be explanatory

3. To save space

4. Each of the above

Wor ki ng drawi ngs do NOT serve which
of the-follow ng functions?

1. Provide a basis for making
mat eri al, |abor, and equi pnent
estimates

2. Complenment the specifications;
one is conplete wthout the
ot her

3. Provide a neans of coordination
bet ween ratings

4.  Provide extensive environnental
and pollution control
i nformation



1- 60.

1-61.

1-62.

1- 63.

1- 64.

1- 65.

1- 66.

Civil working drawings do NOT
i ncl ude which of the follow ng
pl ans and infornation?

1, Site prep and site devel opnent

. Fencing

3. Conprehensive instructions for
construction

4. Water supply units

Learning Qbjective: Identify the
BASI C concepts and principles of
proj ect managenent (project
packages)

A proj ect package consists of a
total of how many files.

ronp
QO

1

In a project package, the safety
plan is kept in what file?

nmmom

D Dm®D®
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1
2.
3.
4

At what location in a project
package should you find the naster

activity sheets and the level 117?
1. File 1, left side

2. File 3, left side

3. File 3, right side

4. File 1, right side

What file contains all authorizing
and coordinating information about

a project?

1. File 1
2. File 2
3. File 3
4., File 4

The construction activity sunmary
sheets are contained in what file?

1. File 2, right side

2. File 2, left side

3. File 3, right side

4. File 3, left side

Project level Ills are located in
what file?

General information
Cor r espondence
Activity

Net wor k

B wWN -

1- 67.

1- 68.

1- 69.

1-70.

1-71.

In what file are field adjustnent
requests filed?

Quality contro
Cor r espondence
Activity

Pl ans
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The project specifications are
found in what file?

1 File 5
2 File 3
3 File 7
4 File 9

Alist of long lead itenms is filed
in the left side of what file?

1. File 1
2. File 2
3. File 3
4. File 5

The right side of the
Saf ety/ Environnental file contains
which of the follow ng information?

Safety plan

H ghlighted EM 385
Envi ronnent al pl an
Each of the above

B oo -

The left side of the specifications
file contains technical data for
the project.

1. True
2. Fal se
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